AUDIOVISUAL ARCHIVING ESSENTIALS 


A starter kit for organizations with magnetic tape collections 


By: Julie Nealega, AV Archivist 


Executive Summary 


Audiovisual (AV) Archiving Essentials is a starter kit that aims to 
guide organizations to take the first steps to not only preserve 
their AV heritage but also make their magnetic tape collections 
accessible for posterity. 


We recognize that every organization is confronted with distinct 
AV archiving challenges. The AV Archiving Essentials handbook 
and introductory video are meant to be a starting point. 


We hope that by introducing institutions to the basics and 
practical guides of AV archiving, they will eventually pursue a 
more comprehensive initiative that responds to their unique AV 
archiving needs. 


About the Starter Kit 


The AV Archiving Essentials handbook is part of the starter kit 
and contains easy-to-follow steps for starting the preservation 
of your magnetic tape collections. The AV archiving challenges 
and issues discussed here were reflections of a recent survey of 
institutions in the Philippines with AV materials. 


From the basic concepts of archiving to the practical guides of 
AV archiving preservation and access, this handbook envisions 
inspiring organizations with magnetic tapes to continue the 
important and purposeful archival initiatives. 
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To kick-start your AV Archiving Essentials journey, 
first know the basics of archiving. 


The Society of American Archivists defines archives as: 


o Facility(ies) where the records are stored 
© The organization responsible for the records and facility 
© Records having enduring value, which include: 
=» written and printed documents 
=» photographs, sounds, and videos—also called audiovisual (AV) materials, 
which are the focus of this document. 


WHY IS ARCHIVING IMPORTANT? 


© It allows organizations to: 
= identify valuable records to keep. 
=" arrange and describe their records. 
=» take care and make their records accessible for future use. 


SOURCES: 

SAA Dictionary: archives. (n.d.). https://dictionary.archivists.org/entry/archives.html 

Core Archival Functions | Society of American Archivists. (n.d.). https://www2.archivists.org/node/14804 

Jimerson, R. C. (2009). Archives Power: memory, accountability, and social justice. http://ci.nii.ac.jp/ncid/BB00439989 


“The starting point for this discussion is 
recognition that archives are—and always 
have been-sites of important power — epee ety in 
relationships within society. Archivists néed 
to take an active role in responding to the 
concerns of society and be advocates for the 
iaterests of all people” (Jimerson, 2009, p.20). 


THE BASICS OF 
AV ARCHIVING 


One of the challenges of AV archiving is familiarizing yourself 


with its foundational knowledge. The next part of the 
handbook explains this. 


a e The Audiovisual Archiving: 
Philosophy and Principles defines AV 
Archiving as “a field which embraces 
all aspect of guardianship and 
retrieval of AV documents, the 
administration of places in which 
PHILOSOPHY AND PRINCIPLES they are contained, and the 
by Ray Edmondson organization is responsible for 
carrying out other functions” 
(Edmondson, 2004, p.28). 
e Ray Edmondson’s, a pioneering AV 
archivist, book extensively discusses 
AV archiving. This is good resource 


material as you start your AV arching 
journey. Download it for free. 


SOURCE: 
Edmondson, R. (2004). Audiovisual archiving: philosophy and 
principles.https://www.amarc.org/documents/manuals/Audio_Visual_Archiving_%20English.pdf 


“There is now consensus among 
audiovisual archives internationally 
that we will not be able to support 
large-scale digitisation of magnetic 
media in the very near future. Tape 
that is not digitised by 2025 will in 
most cases be lost forever” 

(National Film and Sound Archive of 
Australia, 2018, p.2). . 


HOW IS THE PHILIPPINES KEEPING UP WITH DEADLINE 2025? 


While wealthy countries have already taken steps to keep up with 
Deadline 2025, which feels like a doomsday call, developing states 
are lagging far behind in efforts to save AV collections at risk. 


A recent survey of the institutions in the Philippines that hold a collection of 
magnetic tapes reveals that there is a significant lack of skills, training, and 
support for personnel tasked with or involved in AV archival initiatives. 


AV Archiving Essentials aims to help organizations in the Philippines kick-start 
their AV archiving Preservation and Access. The next section will explore practical 
guides and good practices to address the issue of magnetic tape collection 


inaccessibility. 
SOURCE: 


National Film and Sound Archive of Australia. (2018). Deadline 2025 Collections at risk. In www.nfsa.gov.au. Retrieved 
March 1, 2024, from https://www.nfsa.gov.au/sites/default/files/06-2018/deadline_2025.pdf 


Nealega, J.A. (2024) [Unpublished raw data on Audiovisual Archiving of Organizations in the Philippines with 
Inaccessible Magnetic Tape Collections] University of the Philippines School of Library and Information Studies. 


AV ARCHIVING: 
Preservation and Access 


How do you start preserving your AV materials? 
How can you make it more accessible for posterity? 


As you continue with your AV Archiving Essentials 
journey, the next part of this handbook presents the 
importance of AV Preservation and Access. Practical 
guides on condition assessment, magnetic tape 
handling, and storage will be discussed. 


ee ee 
But first, familiarize yourself with commonly used : 


COMMONLY USED TERMS IN 
AV ARCHIVING 


By understanding the meaning of these AV archiving words, it 
will be easier for you to navigate the ins and outs of your AV 
Archiving Essentials journey. Feel free to consult other sources 
for more information. 


ACCESS 


¢ The ability to locate relevant information through the use of catalogs, indexes, finding 
aids, or other tools. 


ANALOG/ANALOGUE 


e Is usually the opposite of digital. This can also be signals behaving that are stored 
in or on acarrier. For example, physical texture of a gramophone record, a 
fluctuation in field strength of a magnetic recording, or light-sensitive crystals 
randomly distributed in the gelatin emulsion of a film. 


AUDIOVISUAL 


e This term has become a more popular word that encompasses both visual media 
and audio recordings of various types. 


CARRIERS 


e The discrete physical objects - whether discs, rolls of tape or film, cassettes, 


floppy discs, flash drives, hard drives and so on - are generically referred to as 
carriers. 


COLLECTIONS 


e Audiovisual collections include materials or media such as films, magnetic tapes, 
sound recordings, microfilms, photographic images, as well as digitized material. 


SOURCES: 

SAA Dictionary. (n.d.). https://dictionary.archivists.org/index.html 

Edmondson, R. (2004). Audiovisual archiving: philosophy and principles. 

htt www.amarc.org/documents/manuals/Audio_Visual_Archiving_%20English.padf 


COMMONLY USED TERMS IN 
AV ARCHIVING 


DATABASE 


e Information that is accessed and updated through software (a database management 
system) that has been organized, structured, and stored so that it can be manipulated 
and extracted for various purposes. 


DIGITAL 


e Refers to discrete, discontinuous representations of information in the form of binary 
code formatted as computer-accessible files. It might be described as an idealized 


abstraction of physical reality. 


DIGITAL PRESERVATION 


e The series of managed activities necessary to ensure continued access to digital 
materials for as long as necessary. 


FILM 


e refers in a physical sense to the perforated nitrate, acetate or polyester strip carrying 
sequential images and/or sound track. It refers also to the various forms of 
transparent negative or positive used in still photography. 


FORMAT 


e The typical collection contains a variety of media in various sizes, shapes, 
configurations. For digital files, the term format refers to the particular way information 


is encoded in the file. 


INVENTORY 


e Is “a list of records and the process of documenting the records in a location, typically 


at the series level.” 


SOURCES: 

SAA Dictionary. (n.d.). https://dictionary.archivists.org/index.html 

Edmondson, R. (2004). Audiovisual archiving: philosophy and principles. 
https://www.amarc.org/documents/manuals/Audio_Visual_Archiving_%20English.pdf 
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COMMONLY USED TERMS IN 
AV ARCHIVING 


MAGNETIC TAPE 


e Are thin strips (tape) of material coated with a substance capable of recording magnetic 
signals. Examples are U-matic, Betacam, DVCam, VHS, MiniDV, etc. 


MAGNETIC PLAYBACK MACHINE 


¢ This is an equipment use to play or digitize magnetic tapes such as U-matic, Betacam, DVCam, VHS, 
MiniDV, etc. 


PRESERVATION 


¢ The professional discipline of protecting materials by minimizing chemical and physical 
deterioration and damage to minimize the loss of information and to extend the life of cultural 


property.” 


RECORD 


¢ Related term and can equally apply to any medium or any format. As traditionally used in archival 
science it has the sense of lasting evidence of transactions, often in the form of unique original 


documents 


SOUND 


e Literally the sensation and perception triggered by vibrations in the surrounding air impinging on 
the ears of the hearer. It can be recorded and played back to reproduce those sensations. 


TAPE 


¢ Denotes the polyester strip with magnetized coating carrying audio and/or video information. It 
exists in a wide variety of open reel and cassette formats. 


VIDEO 


¢ May denote an electronic (as opposed to photographic) moving image displayed on a television or 
computer screen, or projected onto a surface, or be shorthand for a related medium or format, such 


as video recording, videotape or videocassette. 


SOURCES: 

SAA Dictionary. (n.d.). https://dictionary.archivists.org/index.html 

Edmondson, R. (2004). Audiovisual archiving: philosophy and principles. 
https://www.amarc.org/documents/manuals/Audio_Visual_Archiving_%20English.padf 


THE PARTS OF A MAGNETIC ‘TAPE 
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SOURCE: 

How videotape is made - material, manufacture, making, history, used, components, 
composition, structure, industry. (n.d.). https://www.madehow.com/Volume- 
7/Videotape.html#google_vignette 


DIAGRAM OF A 
MAGNETIC REEL 


Here’s an illustration of what’s inside a magnetic tape. It’s important to 
know its parts as you go through condition assessment. 
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SOURCE: 

W. C. Van Bogart, J. (1995). Magnetic Tape Storage and Handling A Guide for 
libraries and archives. In Council on Library & Information Resources. The 
Commission on Preservation and Access and National Media Laboratory. 
https://www.clir.org/wp-content/uploads/sites/6/pub54.pdf 


"ASSESSMENT/REPORTING 


You know, more or less, the basics of AV archiving. Now it's time for the condition 
assessment. In simple words, this is how you truly begin processing your AV materials or 
collections, such as your magnetic tapes. But let’s define it first. 


According to the National Film and Sound Archive of 
Australia (NFSA), condition reporting or assessment 
enables the organization to benchmark the condition of 
their collections, such as magnetic tapes, and this is 
crucial to properly managing them. 


It also allows them to check how the storage and overall 
environment impact the deterioration rate of each item 
and assess how access provision can affect the physical 
condition of the holding. 


In addition, Collections Trust says that condition 
checking is “documenting the make-up and condition of 
objects and noting any resulting recommendations.” 
(par.1) 


On the next page, kick-start your organization's condition 
assessment journey! 


SOURCES: paw, SS * 


Condition reporting. (n.d.). National Film and Sound Archive of Australia. Retrieved June awn 
19, 2024, from https://www.nfsa.gov.au/preservation/guide/handbook/condition- 

reporting 

Introduction to Spectrum - Collections trust. (n.d.). Collections Trust. 
https://collectionstrust.org.uk/spectrum/spectrum-5/ 


4 EASY STEPS TO CONDUCT 
CONDITION ASSESSMENT 


As you move forward with your AV archiving journey, here 
are some guides from the Videotape Identification 
Assessment Guide of the Texas Commission on the Arts. 


1 Identify the tape formats 


Setup for inspection 


3 Examine the tape case 


Examine the tape 


SOURCE: 

Texas Commission on the Arts. (2004). Videotape Identification and Assessment Guide. 
In Texas Commission on the Arts. Retrieved June 19, 2024, from 
https://www.arts.texas.gov/wp-content/uploads/2012/04/video.pdf 
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\ Identify the tape formats 


Saal 

Magnetic tapes can be open-reel, cassette, or cartridge-based. 
The latter is the usual type of collection of organizations in the 
Philippines. In order to help you properly identity these tapes, here 
are the common identifiable marks. 


e By reading the label of the Umatic case or its cassette shell, you can identify whether its 
an SP or not. 

e Umatic was introduced to the market in 1971, while Umatic SP was introduced in 1986. 

e 3/4" (inches) is the tape width. 

e Full-size cassettes record up to 60 minutes, while small cassettes can record up to 20 
minutes. 

e 3/4" Umatic cassettes are made from gray, black, or tan plastic, with hubs in blue, tan, or 
red. 

e 3/4" Umatic SP cassettes are dark brown or maroon and have SP and length written on 
the spine. 

¢ Common manufacturers: Sony, 3M (Scotch), Fuji, and others. 


PHOTOS: From Texas Commission on the Arts Videotape Identification Assessment 
Guide 

SOURCE: 

Texas Commission on the Arts. (2004). Videotape Identification and 
Assessment Guide. In Texas Commission on the Arts. Retrieved June 19, 
2024, from https: //www.arts.texas.gov/wp- 
content/uploads/2012/04/video.pdf 
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Identity the tape formats 


Betacam and BetacamSP 
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e Betacam and BetacamSP are also known as Beta. 

e Betacam was introduced to the market in 1982, while Betacam SP was 
introduced in 1986. 

e Tape width is 1/2". 

e Large cassettes, measuring 9 5/16" x 5 11/16" x 1, are used in recording and 
editing decks, while small cassettes, measuring 6 1/8" x 3 3/4" x 15/16", are for 
cameras. 

e Betacam or BetacamSP labels are often located in the upper right corner of 
tape cassettes. 

e The anti-static cover, or door, that retracts to expose the tape, is frequently 
where the tape length is indicated. Maxell cassettes are dark gray with a 
purple anti-static cover, while Sony cassettes are dark blue with a black cover. 

e Be aware that tiny Betacam and BetacamSP cassette tapes have the same 
dimensions as Betamax cassettes, so be sure to pay close attention to any 
unique logos. 

¢ Common manufacturers: Sony, Ampex, Fuji, Maxell, and others 


PHOTOS: From Texas Commission on the Arts Videotape Identification Assessment Guide 
SOURCE: 

Texas Commission on the Arts. (2004). Videotape Identification and 
Assessment Guide. In Texas Commission on the Arts. Retrieved June 19, 2024, 
from https: //www.arts.texas.gov/wp-content/uploads/2012/04/video.pdf 
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Identify the tape formats 


VHS (Video Home System) and S (Super)-VHS 
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e The VHS was introduced to the market in 1976, while the S-VHS was 
introduced in 1987. 

e Tape width is 1/2". 

e The cassette size is 7 3/8" x 4 1/16" x 1" for both VHS and S-VHS. 

e Typically, cassettes have clear windows that display both reels, white 
hubs, and are constructed of black plastic. The manufacturer's name is 
often placed in the upper left corner of the cassette, with the VHS (or S- 
VHS) logo located in the upper right corner. There is an extra hole on the 
rear of S-VHS cassettes. 

e VHS can record at least 2 hours of video. 

¢ Common manufacturers: Sony, Panasonic, JVC, Fuji, Maxell, and others. 


PHOTOS: From Texas Commission on the Arts Videotape Identification Assessment 
Guide 

SOURCE: 

Texas Commission on the Arts. (2004). Videotape Identification and 
Assessment Guide. In Texas Commission on the Arts. Retrieved June 19, 
2024, from https: //www.arts.texas.gov/wp- 
content/uploads/2012/04/video.pdf 
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Identity the tape formats 


DVCAM (Digital Video Camera) 
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e In 1995, DVCAM made its market debut. 

e 1/4" (inches) is the tape width. 

e Small cassettes measure 2 9/16" x 1 7/8" x 9/16" and are used in 
cameras to record up to 40 minutes in length. Large cassettes 
measure 4 7/8" x 3" x 9/16" and are used in editing decks. 

e The tapes are usually bluish gray in color, with the word "DVCAM" 
printed in the upper right corner. Small cassettes typically have a light 
blue anti-static cover, while large cassettes typically have a black 
cover. 

e Common manufacturer: Sony 


PHOTOS: From Texas Commission on the Arts Videotape Identification Assessment 
Guide 

SOURCE: 

Texas Commission on the Arts. (2004). Videotape Identification and 
Assessment Guide. In Texas Commission on the Arts. Retrieved June 19, 
2024, from https://www.arts.texas.gov/wp- 
content/uploads/2012/04/video.pdf 
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Identity the tape formats 


MiniDV (Digital Videocassette) 
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MiniDV, also known as DV or DVC (Digital Videocassette), was introduced in 
1/4" (inches) is the tape width. 

Cassette dimensions’ 2 9/16" x 1 7/8" x 7/16" 

Although it was formerly known as DV, MiniDV is the more popular name for 
this format. Typically, tape cassette labels are located on a sticker on the 
right side (Panasonic) or in the lower left hand (Sony). Take note that all 
MiniDV designations for Panasonic cassettes are found on labels that 
provide the title or production details, or on stickers found on the tape's 
packaging. 

MiniDV standard play (SP) can record up to 60 minutes, while long play is up 
to 90 minutes. 

Common manufacturers: Sony, Panasonic, and others 


PHOTOS: From Texas Commission on the Arts Videotape Identification Assessment 
Guide 

SOURCE: 

Texas Commission on the Arts. (2004). Videotape Identification and 
Assessment Guide. In Texas Commission on the Arts. Retrieved June 19, 
2024, from https: //www.arts.texas.gov/wp- 
content/uploads/2012/04/video.pdt 
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For more resources and guidance on identifying your AV collections, 
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What does the carrier look like? 


Closed cassette 


Canister 
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Know Your Carrier 


check out the links below. 


Audiovisual Formats 
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Audiovisual Media 


Paper & Book 
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| mm) Videotape 


A guide to identification 
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Audiovisual Formats: A guide to identification 
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Setup for inspection 


How do you prepare the area where the condition assessment will 


take place? Here are some reminders for doing so. 


¢ Ensure the cleanliness of the inspection area; 
surtaces must be dry and clean. The Commission on 
Preservation and Access adds that the setup should 
not allow any food or smoking. 

¢ A good approach to maintaining a spotless work 
area is to cover a table with clean paper. 

¢ You may use lint-free or microtiber cotton gloves to 
protect both their hands and the tape itself, it 
necessary. Regardless, ensure to clean and dry your 
hands betore handling magnetic tapes. 

SOURCE: 


Texas Commission on the Arts. (2004). Videotape Identification and Assessment Guide. In Texas Commission 
on the Arts. Retrieved June 19, 2024, from https://www.arts.texas.gov/wp-content/uploads/2012/04/video.pdf 


PHOTOS: Tape inspection area at Arsip Jogja Indonesia. 
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Setup for inspection 


Here’s a reminder. Make sure that before the tape inspection, you decide what information 
you want to collect from the condition assessment. This can help you fill out the condition 
assessment form. It’s up to you what information you want to record. A suggestion from the 
Texas Commission on the Arts is “date, tape number, tape title, format, tape brand, conditions 
found, and the name of the person recording the information (p.41).” 


If your organization doesn’t have a computer system to organize your collection, you can use 
some of the readily available forms. 


Download the full version of the NFSA form here. 


Base type Acetate Polyester Nitrate 
Wind Tight Spoked Preservation Loose 
Shrinkage 0% 0-1.5% 


Condition Level 0 = None 
All factors must have a condition level entered against them — Light 


2 = Moderate 
3 = Heavy 
Emulsion scratches Continuous Horizontal Vertical 
Base scratches Continuous Horizontal Vertical 
Film Brittle Soft 
Image Fade Black & White Colour 
Vinegar Syndrome Blocked Moist 
Emulsion loss Crystals 
Physical Damage Buckle & wave Broken Splices Broken Perforations 
Tears Sprocket Damage Image burnt 
Folds Delamination 
Water Damage Emulsion loss Ferrotyping Anti-ferrotyping 
Mould Staining 
Foreign Matter Crystals Emulsion particles Grease/oil 
Insects Rust stains Dust/dirt Adhesive residue 
Paper marks Buckle & wave Broken Splices Broken Perforations 


Recan Rewind Rewash Unblock (Solvent) 
(Aqueous) 


Redimension Repair Dispose 
Cop Film Clean Dry dustback 


SOURCES: 

National Film and Sound Archive of Australia. (n.d.-a). Condition Report form. In 
National Film and Sound Archive of Australia. Retrieved June 20, 2024, from 
https://www.nfsa.gov.au/sites/default/files/10- 
2016/condition_report_form_page.pdf 


Texas Commission on the Arts. (2004). Videotape Identification and Assessment 
Guide. In Texas Commission on the Arts. Retrieved June 19, 2024, from 
https://www.arts.texas.gov/wp-content/uploads/2012/04/video.pdf 
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_y) Examine the tape case 


After preparing the inspection area and the condition assessment 
forms, here are some recommendations from the Texas Commission 


on the Arts on how to examine the tape case. 


e Tape cases offer indications of the tape's condition. For 
stained cases, use a microfiber cloth to polish the surface 
before trying to open it. This step will also eliminate the 
contamination of the tape with any pollutants. 

e With careless handling of tapes, the cases can become bent 
and broken. If there’s possible moisture or water damage on 
the surface, this is an indication of a possible mold. A careful 
inspection is needed. 

e Any available metadata and information about the tape case 
itself must be recorded or documented on your condition’s 
assessment form. 

e Be careful not to throw any accompanying materials inside or 
outside of the tape case; this can be a source of valuable 


information for your collection. 


SOURCE: 

Texas Commission on the Arts. (2004). Videotape Identification and 
Assessment Guide. In Texas Commission on the Arts. Retrieved June 19, 2024, 
from https://www.arts.texas.gov/wp-content/uploads/2012/04/video.pdf 


PHOTOS: From Texas Commission on the Arts Videotape Identification Assessment Guide 
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Examine the tape 


“Here are the recommendations from Magnetic Tape Storage 


and Handling: A Guide for Libraries and Archives while 
examining the tapes. 


- Handle tape only in areas designated as no smoking and 
no food zones. 

- See to it that the tail end of the tape leader, the 
beginning or end of a section of magnetic tape, and the 
tape itself do not trail on the floor. 

- Avoid dropping or subjecting the tape to any sudden 
shock. 

« Keep tape away from magnetic fields and refrain trom 
stacking tapes on top of equipment. 

- Do not use general-purpose adhesive tapes for securing 
tape ends or splicing. 

- Use adhesive products designed specitically for this 
purpose if necessary. 

SOURCE: 

W. C. Van Bogart, J. (1995). Magnetic Tape Storage and Handling A Guide for libraries and archives. In 


Council on Library & Information Resources. The Commission on Preservation and Access and National 
Media Laboratory. https://www.clir.org/wp-content/uploads/sites/6/pub54.pdf 


PHOTOS: From Texas Commission on the Arts Videotape Identification Assessment Guide 
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Examine the tape 


“Here are the recommendations from Magnetic Tape Storage 


and Handling: A Guide for Libraries and Archives while 
examining the tapes. 


Avoid touching the tape surface or its edges unless 
absolutely necessary; use lint-free gloves if you must. 
Regularly clean the tape path of the recorder at 
recommended intervals. 

Prevent rapid temperature changes for tapes. If storage 
and operating temperatures differ by more than 15°F 
(8°C), allow tapes to acclimate within the operating area 
for four hours tor every 18°F (10°C) difference. 

Remove damaged tape or leader/trailer ends trom open 
reel tapes. 

Ensure tape storage areas are cool and dry. Never 
expose open reels or cassette tapes to direct sunlight. 


SOURCE: 

W. C. Van Bogart, J. (1995). Magnetic Tape Storage and Handling A Guide for libraries and archives. In 
Council on Library & Information Resources. The Commission on Preservation and Access and National 
Media Laboratory. https://www.clir.org/wp-content/uploads/sites/6/pub54.pdf 


PHOTOS: Tape inspection area at Arsip Jogja Indonesia. 
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| Examine the tape 


While examining the magnetic tapes, here are some of the most 


common issues you will encounter: How do you spot these problems? 


Magnetic Tape Binder Breakdown 


Polyurethane Binder Deterioration 
(Sticky Shed Syndrome / Soft Binder Syndrome) 


I mae 
——- -_ 

e Try to rule out Sticky Shed Syndrome (SSS) before trying to play the tape in a 
machine. 

e To identify if there's a magnetic tape binder breakdown, crank the reel slowly 
and see if the tape spools out of the pack on its own or if it adheres to the 
pack and stays there. 

e Due to binder and back coating shedding, the impacted tape surface may 
seem mushy and gummy and, upon playback, will leave a dark brown residue 
on tape player components. Do not play back a tape that has been impacted 
by SSS. 

e One of the remedies for SSS is “baking.” Don't do this if you're not a trained 
AV archivist. It can be harmful to bake the tape, so it’s preferable to have an 
expert AV conservator or technician do it. 


SOURCES: 
Preservation Self-Assessment Program (PSAP) | Magnetic Tape Binder Breakdown. (n.d.). 
https://psap. library. illinois.edu/collection-id-guide/softbindersyn 


PHOTOS: Preservation Self-Assessment Program 
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Examine the tape 


e Vinegar syndrome is the process by which acetate tape breaks down and releases acetic acid. If acetic 
acid is present, the scent will be similar to vinegar. Additionally, tapes may show indications of brittleness 
and shrinkage. 

e When played back, the oxide or backing from the magnetic tape will rub against and shed off onto the 
different elements of the apparatus. If you play back the tape, you might also hear a shriek. 

e Be careful when trying out these remedies, as they may affect your tapes. Certain practitioners bake their 
cassettes for several hours or days at temperatures close to 130 degrees Fahrenheit in lab ovens. Some 
store adhesive tapes in extremely low relative humidity (about 5%) over extended periods of time in order 
to desiccate them and extract moisture. 

e But some believe that it has no treatment. 


e Every magnetic media recording is prone to the formation of mold or fungi. Mold can be toxic. 

e Make sure to proceed with caution when checking tapes for mold. Avoid handling moldy tapes for 
longer than absolutely required. When you discover something that appears moldy, put it and its 
container in a plastic bag that can be sealed until you can take conservation measures. 

e Because you can't look very well into the reel at the tape itself, it can be quite difficult to analyze mold 
on videotape. However, the windows on the reel can allow you to see contamination. 

e It’s likely that you have mold if you notice brown or white streaks or patches on the tape. It's a good 
idea to check the container the tape was kept in. It's likely that the mold has spread to the tape if it's 
visible on the container. 

e Playback of tapes suspected of being moldy should be avoided since the mold can infiltrate the 
playback system and result in subpar playing. 

e You'll need to send these video and audio cassettes to professionals for a complete cleaning because 
mold is quite hard to remove from cassette-based tapes. Don't do the cleaning tape in-house and 
seek professional help. 


SOURCES: 

National Archives. (2014). Magnetic Media Audio Condition Assessment. In National Archives & Records Administration. 
National Archives & Records Administration. Retrieved June 20, 2024, from 
https://www.archives.gov/files/preservation/formats/pdf/audio-magnetic-media-condition-assessment-table.pdf 
Preservation Self-Assessment Program (PSAP) | Magnetic Tape Binder Breakdown. (n.d.). 
https://psap.library.illinois.edu/collection-id-guide/softbindersyn 
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Examine the tape 


e Either the cassette cartridge or the container may also observe physical tape damage. 

e This can manifest through a bent reel or broken cassette. If open-reel tape is not 
correctly spooled onto the reel, one may see edge damage. Regarding cassettes, the 
tape may also exhibit physical distortion. 

e If your tape has this kind of damage, don't play in your machine. 

e One remedy is to rehouse the tape or seek professional help. 


e Tapes are prone to blocking or pinning, which is the result of tape layers sticking to one 
another. While pinning uses smaller amounts of tape, blocking uses larger sections that 
are stuck together. 

e Both pinning and blocking can cause information loss by obstructing playback or causing 
damage to the tape layers. 

e Seek expert assistance and guidance from an expert in audio-visual preservation. 


SOURCES: 
National Archives. (2014). Magnetic Media Audio Condition Assessment. In National Archives & Records Administration. 
National Archives & Records Administration. Retrieved June 20, 2024, from 
https://www.archives.gov/files/preservation/formats/pdf/audio-magnetic-media-condition-assessment-table.pdf 
Preservation Self-Assessment Program (PSAP) | Magnetic Tape Binder Breakdown. (n.d.). 
https://psap. library. illinois.edu/collection-id-guide/softbindersyn 
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MAGNETIC TAPES 


Handling and Storage Guide 


Now that you know how to do the condition assessment, 
you may or may not be ready yet to digitally preserve your collection. 


While preparing for that, here are some handling and storage guides 
for your magnetic tapes. 


If you cant digitize your collections yet, 
you can do the following: 


From Know Your Carrier: 

e Prevent changes in the relative humidity and temperature. 

e Keep items out of attics and cellars. 

e The carrier should be kept out of the direct sun, dust, and strong 
magnetic fields. 

¢ Handle mold with caution. Wearing protective gear, like nitrile 
gloves, is advised because there are significant health concerns 
involved. 

e Even if the item is in fine shape, try to keep everything in its 
original box. 


According to the International Association of Sound and 
Audiovisual Archives: 

e Verify that the way your magnetic tape collections are stored 
allows for passive preservation. This indicates that the 
audiovisual collections are protected to the extent that your 
organization is able. 


SOURCES: 
3 Passive preservation: environmental factors, handling and storage. (n.d.). https://www.iasa- 
web.org/book/export/html/3816 


Kenjedrager - Knowyourcarrier - meemoo - Vlaams Instituut voor het Archief. (2023b, March 14). Preserve 
and digitise - Kenjedrager. Kenjedrager. https://knowyourcarrier.com/digitisation/ 


MAGNETIC TAPES 


Handling and Storage Guide 


Remember this... 


Water and humidity are the greatest natural 
enemies for all audiovisual carriers. 

A widely known hydrolytic polymer breakdown is 
the so-called vinegar syndrome, and this 
damage is particular to tropical climates. 

If your organization can't provide the ideal 
temperature for the carriers, it may be prudent 
to choose a higher mean temperature, e.g., 25 °C, 
and invest the savings in energy costs in 
effective dehumidification instead.” 

If your organization can't provide air 
conditioning 24/7, make sure that storage 
temperature and humidity are stable year-round. 
The storage facility should not be directly hit by 
sunlight as much as possible, and the 
temperature should be controlled. 


SOURCE: 9 
3 Passive preservation: en 


Reduction and Recovery 


Disaster planning is all about preparing for 
unforeseen events that could potentially 
disrupt the operations of an organization, 
with or without AV collections. 


Fires, floods, earthquakes, electrical 
failures, system crashes, or structural 
collapses are just some of the many risks 
faced when managing AV materials. 


These disasters can occur unexpectedly, 
even in well-managed institutions, but they 
can be managed and reduced to mitigate 

their impact. 
SOURCE: Edmondson, R. (2004). Audiovisual archiving: philosophy and 
principles. 


https://www.amarc.org/documents/manuals/Audio_Visual_Archiving_ 
%20English.pdf 


Disaster Prevention and Planning 


e One of the many ways to prepare, according to the Smithsonian 
Institution Archives (SIA), is to prepare proactively for disasters by 
keeping an emergency handbook up to date, educating employees 
on evacuation and salvage techniques, and working in tandem with 
other departments to optimize disaster planning initiatives. 

e In addition, SIA also suggested doing water tests, pest inspections, 
safety and security evaluations, and off-site data backups, all of 
which have been implemented in reaction to previous issues or with 
the intention of averting future crises through early identification. 

e Lastly, SIA also proposes that supplies for disasters are kept close 
to collecting locations and are yearly inventoried to restock supplies 
consumed during the year. These disaster supplies are: lighters, 
batteries, nitrile gloves, spill pillows, absorbent paper, clipboards, 
pencils, protective aprons, sponges, tarps, and garbage bags are 
among the things stored in waterproof corrugated polypropylene 
boxes. 


She 5 . iii: : 7 4 
ReppertGerberA. (n.d.). Emergency prepareaness. Smithsonian lt 
https://siarchives.si.edu/what-we-do/preservation/emergency-preparednes 


What to include in your disaster 
recovery plan? 


Before the disaster hits, here are some pointers on what you can add 


to your disaster recovery plan from NFSA. 


e Identify the list of your AV materials that are high-priority sections 
of the collection. 
¢ Organize the staff into teams to better handle disaster recovery in 


each stage. 
e Disaster skills training and equipment must be provided and refined 


continuously. 

e Prepare a list of companies that can provide products or services 
essential for disaster recovery, and this list should be updated 
regularly. 


A disaster recovery checklist will help you identify the problems that 


may occur during the disaster and tell you what to do. 


e Determine which of your AV materials are high-priority sections to 
keep in your collection. 

e Form teams among your employees to better manage disaster 
recovery at each stage. 

e Provide and improve disaster skills training and equipment. Create 
an updated list of businesses that can supply products or services 
that are necessary for disaster recovery. 


SOURCES: 
National Film and Sound Archive of Australia. (n.d.). Disaster planning. Retrieved June 19, 
2024, from https://www.nfsa.gov.au/preservation/guide/handbook/disaster 


Disaster Recovery Checklist: Video Cassettes. (n.d.). In Michigan State University. MSU paw SES * 


Libraries. https://libguides.lib.msu.edu/Id.php?content_id=65053402 Pat 


PRESERVATION 


The Videotape Preservation Handbook defines preservation as a 
set of activities that aim to create a suitable and safe environment 
to prolong the lifespan of your collections. This involves securing 
funding and resources for preservation efforts, ensuring security 
and disaster preparedness, and activities such as conservation, 
restoration, examination, documentation, and developing a long- 
term plan. 


SOURCE: 
Wheeler, J. (2002). Videotape Preservation Handbook. In Association of Moving Image Archivists. Retrieved June 21, 2024, fro) 
https://amianet.org/wp-content/uploads/Resources-Guide-Video-Handbook-Wheeler-2002.pdf 


“Storing digital content is not the same as preserving digital content. 
The former relocates content to a storage device but does not ensure 
that the content stored can be used and re-used in the indefinite 
future. The latter seeks to deliver the original state of the content 
years from now. It is the first step toward permanently preserving 
knowledge and information stored in the digital format. A trusted 
digital preservation program along with established standards and 
required preservation best practices are essential to the success of 
any digital enterprise” (Digital Preservation Coalition, n.d.-b). 

SOURCE: 


Digital Preservation Coalition. (n.d.). Digitization is not digital preservation. DPC. je 
https: //www.dpconline.org/blog/wdpd/digitization-is-not-digital-preservation y bars - 
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DIGITAL PRESERVATION 


SAA defines digitization (also to digitize) as the transformation or 
conversion of analog information or material into a digital format. 


The Digital Preservation Coalition (DPC) describes it as an array of 
managed activities that are important to guarantee continued 
access to digital materials for as long as needed. You can use the 
DPC’s Rapid Assessment Model (DPC RAM), a digital maturity 
preservation tool that will allow your organization to quickly 


benchmark your digital preservation capacity and permit long-term, 
continual development. 


att 
SOURCES: 
Digital Preservation Coalition. (n.d.-b). What is digital preservation? DPC. 
https: //www.dpconline.org/digipres/what-is-digipres 
SAA Dictionary: digitize. (n.d.). https: //dictionary.archivists.org/entry /digitize.html 
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Now that you know the 
basics of AV archiving, 
preservation, and access, 
whats next? 


Here are some guides on 
how to advocate for good AV 
preservation and access. 


Good Practices and Tips 


1 Z 3 


AV ARCHIVING NETWORKING AND RESEARCH MORE! 
ADVOCACY SUSTAINABILITY 


hae 


The creator believes that continuing y 
advocacy is essential to your AV archi 


e The success of an initiative orc 
starts with one individual and tla 
minded people along the way.4 | 

e If an organization continues ft 
preserving audiovisual archives posterif¥is 
important, archival advocates can do more to | 
advance the cause. 

e Knowing the right professional organizations or 
community groups to be a part of is a good way 
for institutions to learn the good practices of AV 
archiving. 


e In his book, Larry Hackman defines advocacy as 
“activities consciously aimed to persuade individuals 
or organizations to act on behalf of a program or 
institution (Oestreicher, 2013, p.1). 

e The AV archiving advocates in the Philippines are still 
trying their best to raise awareness about the 
importance of archiving, but there are solutions for 
this. 

e Know your collections so that you can creatively 
reactivate them. 

e Partner with communities that are not the usual users 
of your collections. 

e Make sure to target a specific audience so that your 
programs can be more effective. 

e Always remember that preserving your collection is 
useless if you do not make it accessible. By doing so, 
your stakeholders can become your next archival 
advocates. 


SOURCE: 
Oestreicher, C. (2013). Archival Advocacy. Society of American Archivists. Retrieved June 24, 2024, from 
https://files.archivists.org/pubs/SamplerSeries/ArchivalAdvocacySampler.pdf 


Good Practices and Tips 
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AV ARCHIVING NETWORKING AND RESEARCH MORE! 


ADVOCACY SUSTAINABILITY 


The creator suggests that you join AN q 
communities, both local and internatiol 
some of the many AV archiving organk 
can be part of: Rae 


IASA (International Association of Sound and addi 
FIAT/IFTA(International Federation of Televisis 
FIAF(International Federation of Film Archives “4 
AMIA (Association of Moving Image Archivists), > 4 

SEAPAVAA (South East Asia-Pacific Audiovisual Archive Association) ~ 
RSC (Association of Recorded Sound Collections) 

FOCAL (Federation of Commercial Audiovisual Libraries International) 
IFLA (International Federation of Library Associations and Institutions) 
ICA (International Council on Archives) 

Digital Preservation Coalition (DPC) ae 
Society of Filipino Archivists for Film (SOFIA) 
And more... 


AWin 


UPSKILLING! 


e Further research to update your AV archiving 
skills is definitely a must, but this move should 
be supported by the organization itself. 

e Continuing education is a long term option and 
must be reinforced by the community 


Pin 0: 
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SUSTAINABILITY! 
e Sustainability can be daunting to achieve for up-and- 
coming AV archiving organizations. 
e While sustainability can mean different things to each 
organization, it’s best to know what it means for your 
institution. 


Creator’s advice 


Good Practices and Tips 


AV ARCHIVING 
ADVOCACY 


NETWORKING AND RESEARCH MORE! 
SUSTAINABILITY 


Here is a list of further reading 
materials and references if you 
want to continue your AV 
Archiving Essentials journey. 


The creator collated the 
references and added more 
resource materials for your 
reference. 
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FURTHER READINGS ON BASIC 
AV ARCHIVING PRINCIPLES AND 
HISTORY 


Cocciolo, A. (2017). Moving image and sound collections for archivists. 
httos://openlibrary.org/books/OL27383490M/Moving_Image_and_Sound_Colle 


ctions_for_Archivists 


Edmondson, R. (2004). Audiovisual archiving: philosophy and principles. 
https://www.amarc.org/documents/manuals/Audio_Visual_Archiving_%20Englis 

h.pdf 

Jimerson, R. C. (2009). Archives Power: memory, accountability, and SOCIC| pupemmtieaaae 
justice. http://ci.nii.ac.jo/ncid/BB00439989 


Lim, B. C. (2024). The archival afterlives of Philippine cinema. 
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FURTHER READINGS ON AV 
PRESERVATION AND ACCESS 


e Care, handling, and storage of audio visual materials - Collections care - (Preservation, 
Library of Congress). (n.d.). https://www.loc.gov/preservation/care/record.html 

e Online Resource Centre - ICA. (2024, January 8). ICA. 
https://www.ica.org/sites/default/files/WG_2008_PAAG-audio-and-video- 
carriers_EN.pdf 

e Preservation - Preservation planning checklist - Norfolk Record Office. (n.d.). Norfolk 
Record Office. https://www.archives.norfolk.gov.uk/30979 

e Handling and storage of audio and video carriers | International Association of Sound 
and Audiovisual Archives. (n.d.). httos://www.iasa-web.org/tc05/handling-storage- 
audio-video-carriers 

e Kenjedrager - Knowyourcarrier - meemoo - Vlaams Instituut voor het Archief. (2023, 
March 14). Identify materials - Kenjedrager. Kenjedrager. 
https://knowyourcarrier.com/identification/ 

e Timeline. (n.d.). https://www.nationalgallery.sg/seemeseeyou/explore/timeline/ 

e UNESCO ICDH. (2021, May 28). UNESCO ICDH Capacity Building 4: Audiovisual Records 
- Preservation in practice [Video]. YouTube. https://www.youtube.com/watch? 
v=vBPxFGSMoE8 

e National Library of Australia. (n.d.). Preserving Australia’s Documentary Heritage A 
Starter Kit for Community Groups. Retrieved March 1, 2024, from 
https://www.nla.gov.au/sites/default/files/starterkitcommunity.pdf 

¢ Damage Mitigation and Recovery, Magnetic Media. (2016, August 15). National 
Archives. https://www.archives.gov/preservation/conservation/magnetic-media.html 

¢ 6.6 Preservation and selection for digitization. (n.d.). Northeast Document Conservation 
Center. https://www.nedcc.org/free-resources/preservation-leaflets/6.- 
reformatting/6.6-preservation-and-selection-for-digitization 

e International Federation of Film Archives. (n.d.). https://www.fiafnet.org/pages/E- 
Resources/Disaster-Preparedness-Recovery.html 

e Amiaopensource. (n.d.). GitHub - amiaopensource/analog-inspection: List of analog 
media inspection templates/forms. GitHub. 
https://github.com/amiaopensource/analog-inspection?tab=readme-ov-file 


Mecrre cy 
Sees nee 
eo 


a it 


aolress, 
Silos *e' 
HS YA ran t14 74 


PRE SOETLS EPS EPh% 
hes 
senee ay) 


BAD 


se 
co Oe en® 
v 
oe 
a ee 
J 
ove . 


e 
‘- 
. 
8, 
7 
3 
oF 
- 
hg 
"Say 


? 
: | eee e 
eee 
oer C) 
'- ‘ 


* FURTHER READINGS ON 
CONDITION ASSESSMENT 


LibGuides: Media Preservation Introduction: AV Preservation 101: 
General Resources. (n.d.). https://libguides.lib.msu.edu/c.php? 
9=1174839&p=8829361 

e 10. Magnetic tape | International Association of Sound and 
Audiovisual Archives. (n.d.). https://www.iasa-web.org/archive- 
approach-oral-history/magnetic-tape 

e Preservation Self-Assessment Program (PSAP) | Videotape. (n.d.). 
https://psap.library.illinois.edu/collection-id- 
guide/videotape#videohalfinOR 

e Care, handling, and storage of audio visual materials - Collections 
care - (Preservation, Library of Congress). (n.d.). 
https://www.loc.gov/preservation/care/record.html 


FURTHER READINGS ON 
ARCHIVAL LAWS AND ETHICS 


e International Federation of Film Archives. (n.d.). 
httos://www.fiafnet.org/pages/Community/Code-Of-Ethics.html 

e ICA Code of Ethics - ICA. (2024, January 31). ICA. 
httos://www.ica.org/resource/ica-code-of-ethics/ 

e Code of Ethics. (n.d.). https://seapavaa.net/code-of-ethics/ 

¢ Government of the Philippines. (n.d.). Republic Act No. 9470. Official 
Gazette. Retrieved June 4, 2024, from 
https://www.officialgazette.gov.ph/ 

¢ Government of the Philippines. (n.d.-a). Republic Act No. 8293. 
Official Gazette. Retrieved June 4, 2024, from 
https://www.officialgazette.gov.ph/1997/06/06/republic-act-no- 
8293/ 
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